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WYOMING DEPARTMENT OF ENVIRONMENTAL QUALITY 

LAND QUALITY DIVISION 
 

GUIDELINE NO. 24 

 

Pre-Application Process Guideline for Permit Applications, Amendments and Revisions for Coal and 

Noncoal Mining Operations.  

 

The Land Quality Division (LQD) held a workshop in April 2011 that included representatives from Industry 

and LQD with the objective of streamlining and formalizing the current pre-application process.  The 

purpose of the pre-application process is to ensure submittal of complete and accurate applications resulting 

in shorter reviews, fewer rounds of comment and response, and, ultimately, more rapid approval of 

applications.   More efficient preparation and review of applications results in time and cost savings both for 

applicants and LQD.   

This guideline provides an overview and instructions on how to use the pre-application process (see 

Attachment No. 1 for process overview).  The process applies to all types of applications including new 

permits, amendments, revisions, renewals, and transfers. It does not apply to bonding.   

Prior to baseline collection and development of a mining and reclamation plan, an applicant should review 

the following applicable documents which can be obtained from the Land Quality Division upon request or 

at http://deq.state.wy.us/lqd/:  

1. 1973 Wyoming Environmental Quality Act, as amended.  

2. LQD Coal or Noncoal Rules and Regulations and revisions.  

3. LQD Guidelines for Baseline Collection and Portions of the Mine and Reclamation Plan  

(see Attachment Number 2 for a list of applicable Guidelines) 

 4. LQD Guidelines for Mine and Reclamation Plan  

(see Attachment Number 2 for a list of applicable Guidelines) 

 

I. Process overview 

 

The process centers on several key steps.  The first step is the initial contact between the applicant and the 

LQD.  The applicant will describe the project and the LQD Permit Coordinator will decide if the project is 

complex or simple (Attachment No. 3).  Usually the simple path (Attachment Nos. 4 and 5) can be addressed 

with instructions via phone calls or emails while the complex path (Attachment Nos. 6 and 7) will require a 

meeting. During the first step it is assumed that the applicant has determined the location of the project; 

permit area.  However, this may not always be the case.  Failure to properly address this issue could 

have serious consequences in the permitting process as well as long-term impacts on the operation.  Some of 

the elements involved in selection of the appropriate permit area include: land ownership, right to mine, 

access roads, powerlines, utility corridors, baseline studies, wildlife conflicts, cultural resouces, adjacent 

landowners, mineral reserves and mine development plans, public nuisance, etc.  The initial LQD contact 

should discuss this with the applicant and suggest submitting maps illustrating the project area prior to 

moving to the second step. 

The second key step for complex permit actions is the meeting and development of the action plan where the 

applicant and members of LQD meet to discuss requirements for elements of the permit action.  A standard 

agenda, meeting checklist, and action plan are posted on the LQD web page.  The applicant should use these 

documents to ensure they have collected all of the necessary information as preparation for the meeting.  The 

applicant should also complete the action plan in preparation for the meeting.  The action plan will document 

all agreements between the applicant and LQD that occur during the meeting.  

http://deq.state.wy.us/lqd/
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Prior to the meeting, the  applicant should determine the surface and mineral ownership and have discussed 

access and right to mine issues with the appropriate parties. 

The applicant should collect the information in the meeting checklist to enable the District Supervisor to 

assign the Permit Coordinator in the case of a new permit, or allow the Permit Coordinator to determine if a 

meeting is needed in the case of a change to an existing permit.  The applicant then contacts the Permit 

Coordinator to determine if a meeting is needed. Where a meeting is required and federal agencies are 

involved, the federal agencies should be invited to the meeting. 

 

II. Process Steps 

 

 A. Initial Contact 

The purpose of the initial contact is to communicate the proposed permit action, identify a Permit 

Coordinator for new permits, and to determine if the simple (see Attachment Nos. 4 and 5) or 

complex path (see Attachment Nos. 6 and 7) will be followed.  The Permit Coordinator will also 

decide if a meeting is necessary.   

 

  New Permit.  An applicant who is planning on submitting an application for a new permit 

should contact the District Supervisor for the district where the project is located.  The 

locations of the three districts are shown on the LQD web page (http://deq.state.wy.us/lqd/) 

along with the contact information for each District Supervisor.  The District Supervisor will 

assign a Permit Coordinator for the project.  Before contacting the supervisor, the applicant 

should know the proposed location (county and/or township, range, and section), the size of 

the project (acres), and the mineral to be mined.   

 

 Once the Permit Coordinator is identified, the applicant should contact the Permit 

Coordinator to discuss the proposed permit action and schedule a meeting.  The applicant 

should have the information described in the paragraph above before contacting the Permit 

Coordinator.   

 

 Existing Permit. If the permit action is for an existing permit, then the first point of contact 

is the Permit Coordinator.  The applicant is likely to know who the Permit Coordinator is, 

but may use the LQD web page (http://deq.state.wy.us/lqd/) to contact the District 

Supervisor and identify the Permit Coordinator.  Before contacting the Permit Coordinator, 

the applicant should know the permit number, the location, and the type of change that is 

proposed.  The Permit Coordinator will schedule a meeting if necessary. 

 

B. Meeting Coordination 

 

If a meeting is needed, the applicant should contact all company and consultant personnel who 

should attend the meeting and establish common times when they are available.  It is important to 

identify and involve the appropriate federal land managing agency(s) (FLMA's) from the outset of 

the process.  Often this will be the BLM.  LQD and the operator must involve these agencies in all 

meetings so that all parties are on the same page.  (The FLMA's and LQD should recieve the same 

application materials and all correspondence.) Once this is done, the applicant should contact the 

Permit Coordinator to set a date for the meeting.  The Permit Coordinator will coordinate the LQD 

staff.   

http://deq.state.wy.us/lqd/
http://deq.state.wy.us/lqd/
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C. Meeting Preparation 

 

This section describes the materials and preparation necessary for a successful meeting. The 

applicant should download three documents from the LQD web page:  pre-application agenda 

template, pre-application meeting checklist, and a pre-application action plan.  These documents are 

attached to this guideline. 

 

  Pre-Application Agenda Template. (see Attachment Nos. 4 and 6) The pre-application 

agenda template provides a starting point for listing discussion topics for the pre-application 

meeting.   The applicant should consider the listed elements and include all the topics that 

apply to the permit action.  In addition, any other relevant topics should be added to the 

agenda.  The applicant prepares the agenda and provides it to the Permit Coordinator prior to 

the meeting to facilitate LQD preparation. 

 

 Pre-Application Meeting Checklist.  (see Attachment Nos. 4 and 6) The pre-application 

meeting checklist provides a list of the information and supporting documents the applicant 

should bring to the pre-application meeting.  Some of the items on the list only apply to 

specific permit actions.  The checklist is intended to prompt the applicant to determine all of 

the relevant information and ensure it is available at the pre-application meeting.  All 

relevant materials and supporting documents should be brought to the pre-application 

meeting.  An example of supporting documents may be Alluvial Valley Floor information 

that has already been collected for a previous project or the sage grouse core area map. 

 

 Pre-Application Action Plan.   (see Attachment Nos. 5 and 7) The purpose of the pre-

application action plan is to describe and agree on elements of, and methods for, developing 

a proposed permit action document.  This is intended to be a living document that is 

amended as circumstances change until the application is submitted.  The applicant should 

complete a draft action plan prior to the pre-application meeting so that it can be discussed 

and revised during the meeting.  If possible, the action plan should be provided to the LQD 

at least 3 days before the meeting to allow staff to prepare. 

 

 LQD Preparation.  LQD staff will use the agenda and draft action plan to prepare for the 

meeting.   

 

D. The Meeting  

 

The meeting is the applicant’s opportunity to introduce the project.  A map of the project area will be 

presented and the action plan will be discussed in depth.  Supporting information may also be 

presented during this time. 

 

The intention is that the action plan will capture all meeting outcomes.  The outcomes may be 

amended as circumstances change during the application preparation process. During the meeting, 

the draft action plan will be projected so that attendees can see the plan and make changes as they 

occur.  All agreements, methods, post-meeting actions, target dates, site visit plans, and other agency 

contacts will be captured during the meeting.  All post-meeting actions will have an owner and 

completion target date. Any notes that come out of the meeting will be in the action plan, and all 

notes will be finalized at the end of the meeting.  The action plan will be signed at the end of the 
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meeting (for Complex Path projects) to signify that the applicant and LQD are in agreement on the 

meeting outcomes.  Signed copies will be circulated at the end of the meeting. 

As baseline is being collected, or if the results of the baseline necessitate altered or additional 

baseline to be collected, the action plan will be amended.  The final version of the action plan may 

occur only days before the application submittal. 

E. Meeting Outcomes 

When the methodology in the action plan for collecting baseline has been agreed upon by LQD and 

the applicant, the applicant can proceed with the baseline collection.    

After the meeting and LQD review of the baseline collection methodologies, it may be important to 

perform a field visit of the proposed permit or amendment area to verify onsite conditions.    A field 

visit will be organized by the Permit Coordinator or any reviewer of the application who needs a 

field visit. 

Generally after baseline collection, or some portion, the applicant is ready to develop the Mine and 

Reclamation Plan if the permit action is a new permit or revise the permit if it is an amendment.  The 

action plan should also set dates for discussion of the Mine and Reclamation Plan.  Approximate 

Original Contours status, postmining impoundments, postmining topography and hydrologic 

consequences are a few of the items that should be discussed before application submittal, and 

included in the action plan. 

F. Draft Review 

Early in the process of preparing their application, the applicant should convene a meeting to give 

LQD (and BLM) a progress report and a chance to review select draft application materials, 

particularly maps.  The intent of this meeting would be to insure that the applicant is still on-track 

with previous agreements and to make mid-course corrections if needed.  This will help to minimize 

surprises for any of the parties when the official application is submitted. 

Applicants should be encouraged to submit draft materials (prefer electronic format) for a courtesy 

review at any time prior to submittal of the official application. 

 

III. Application Submittal 

 The organization and pagination of the application should be discussed and agreed upon prior to the 

submittal.   

IV. LQD Permit Coordinator Information 

All documents for use with the pre-application process are stored on the LQD Sharepoint site with 

access for all LQD Staff to download for use on their desktop.  The folder path for the document 

storage is DEQ Intranet (Home Page)>Land Quality>LQD Files>PIT - PRE-APP PROCESS. 

The following documents are stored at the above location: 

 Pre-Application Process Guideline – Guideline 24: This document. 

 Pre-Application Simple and Complex Path Meeting Agenda Templates: These templates are a 

starting point for pre-application meeting discussion. 
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 Pre-Application Simple and Complex Path Meeting Checklist Templates: These templates help 

the applicant and LQD remember the most important items to collect and bring to a pre-

application meeting so the meeting can be productive. 

 Pre-Application Simple and Complex Path Action Plan Templates: These templates act to guide 

the applicant and LQD in planning and capturing the process toward submittal for a permit 

action. 

 Pre-Application Metric Tracking Data Collection Sheet (DCS) Template (see Attachment No. 8): 

The DCS is a sheet used to capture the important milestone dates during the pre-application 

process for inclusion in the LQD Database.  The dates will allow staff and management to 

analyze the impact of the pre-application process. 

Upon initial contact from an applicant, the Permit Coordinator should gather as much information as 

necessary from the applicant to make a determination of whether the proposed permit action falls 

into the “Simple” or “Complex” path using the Pre-Application Process: Complex – Simple Path 

Determination Flow Chart (Attachment No. 3).  The flow chart is intended as a guide, and the Permit 

Coordinator and District Supervisor will generally make the final determination whether the Simple 

or Complex path should be followed.  Once the path determination is made, the Permit Coordinator 

and the applicant will determine if a meeting needs to be held, the appropriate staff and applicant 

personnel to include in the meeting, and set a proposed meeting date. 

During the initial contact discussion, the Permit Coordinator should also go over the pre-application 

meeting agenda, meeting checklist, and action plan templates to familiarize the applicant with the 

information they should collect and bring to the meeting.  The Permit Coordinator should also 

attempt to identify any unusual circumstances during the initial contact discussion, and inform the 

applicant of any additional data or information requirements that will make the pre-application 

meeting more productive and successful.  If the applicant has not downloaded pre-application 

templates, the Permit Coordinator should provide a copy of the action plan template for the applicant 

to use during meeting preparation and for use during the meeting.  During the meeting, the Permit 

Coordinator should identify the appropriate LQD disciplines that will need to be involved in the 

review, and target dates for review of materials submitted during the process.  After the meeting is 

complete, and the applicant is collecting information to complete the application and data submittal, 

the Permit Coordinator should keep the action plan for each project on their desktop to amend the 

action plan throughout the pre-application process. 

To track the relevant milestone dates during the pre-application process, the Permit Coordinator 

should download a copy of the metric tracking data collection sheet (DCS) after initial contact.  The 

Permit Coordinator should ensure that the DCS is filled out during the pre-application process.  The 

DCS will be filed in the TFN file on top of all correspondence.  When complete, the DCS should 

include all dates relevant to the pre-application process: the date of initial contact, the pre-application 

meeting date, date the action plan was initially written and agreed upon, and dates of any subsequent 

action plan amendments. 

Any data or correspondence submitted after the assignment of a TFN, but during the pre-application 

process, will be assigned a status of “Preliminary” in the LQD database.  After the application is 

ready for submittal, and the pre-application process is complete, the Permit Coordinator will request 

a change in status to “Pending” in the LQD database. 

When the pre-application process is complete, and the application is ready for submittal, the Permit 

Coordinator needs to submit the completed DCS and a copy of the final action plan to Records 

Management with the request to change the status of the application from “Preliminary” to 
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“Pending”.  The dates from the DCS will be entered into the database by Records Management. The 

final action plan will be filed in the TFN correspondence during application review, and transferred 

into permit correspondence after approval of the permitting action. 

This Guideline and the products derived from the Pre-Application Kaizen Meeting are intended to be 

updated and revised as conditions change.  It is anticipated that, as LQD and applicants use the 

process, new efficiencies and ideas for improvement will be identified.  LQD staff involved in the 

Kaizen process and District Supervisors will serve as “listening-posts” within the LQD District 

Offices.  Please contact one of these staff if you hear of, or have a suggestion for, improvement of 

this process. 
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Attachment No. 1. Pre-Application Process Flow Chart  

Land Quality Division Pre-Application Process Flow Chart 7/21/11
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Attachment No. 2. Applicable Guidelines 

LQD Guidelines for Baseline Collection and Portions of the Mine and Reclamation Plan 

Guideline 1 -Topsoil and Overburden (This is used for noncoal and coal operations)  

Guideline 2 - Vegetation for Non-Coal 

Guideline 3 - Radiological Survey (This is used for noncoal and coal operations) 

Guideline 4 - In-Situ Mining (This is used for noncoal operations)   

Guideline 5 - Wildlife (This is used for noncoal and coal operations)  

Guideline 6 - Organization and Topic Guideline for an Application for a "Permit to Mine" or an 

"Amendment" (This is used for noncoal operations)  

Guideline 6a - Format and General Content Guideline for Permit Applications, Amendments and 

Revisions for Coal Mining Operations (This is used for coal operations)  

Guideline 6ar - Format and General Content Guideline for a Permit Renewal Application for 

Coal Mining Operations (This is used for coal operations)  

Guideline 8 - Hydrology (This is used for noncoal and coal operations)  

Guideline 9 - Alluvial Valley Floors (This is used for coal operations)  

Guideline 11 - Reporting Cultural and Paleontological Resources Within Mine Permit Areas 

(This is used for noncoal and coal operations) 

Guideline 18 - Coal Compensatory Wetland Mitigation  

Guideline 16 - Wyoming Gold Mining & Mineral Exploration –Commercial (See Guideline 19 

for nocommercial. 

Guideline 19 - Noncoal - Recreational Prospecting in Wyoming (Panning, Dredging and 

Sluicing) 

 

LQD Guidelines for Mine and Reclamation Plan 

 

Guideline 10 - Fencing (This is used for noncoal and coal operations)  

Guideline 13 - Permitting of Sedimentation Ponds (This is used for coal operations)  

Guideline 14 - Recommended Procedures for Developing a Monitoring Program on Permanently 

Reclaimed Areas (This used for coal operations)  

Guideline 15 - Alternative Sediment Control Measures (This is used for noncoal and coal 

operations)  

Guideline 17 - Permanent Postmine Impoundments (This is used for noncoal and coal 

operations)

http://deq.state.wy.us/lqd/guidelns/Guideline2.pdf
http://deq.state.wy.us/lqd/Guidelns/Guideline3.pdf
http://deq.state.wy.us/lqd/downloads/Guidelines/Guideline_4_Final_(2-27-13).pdf
http://deq.state.wy.us/lqd/guidelns/Guideline5.pdf
http://deq.state.wy.us/lqd/guidelns/Guideline6.pdf
http://deq.state.wy.us/lqd/downloads/Guidelines/Guideline6a(8_1994_rev).pdf
http://deq.state.wy.us/lqd/downloads/Guidelines/Guideline6ar(8_1994_rev).pdf
http://deq.state.wy.us/lqd/guidelns/Guideline8.pdf
http://deq.state.wy.us/lqd/Guidelns/guide9.pdf
http://deq.state.wy.us/lqd/guidelns/Guide11=8-94.pdf
http://deq.state.wy.us/lqd/downloads/Guideline18.pdf
http://deq.state.wy.us/lqd/Guidelns/guide16.pdf
http://deq.state.wy.us/lqd/downloads/Guidelines/Guideline_19_(11_2012).pdf
http://deq.state.wy.us/lqd/guidelns/Guide10=8-94.pdf
http://deq.state.wy.us/lqd/guidelns/Guide13=11-2003.pdf
http://deq.state.wy.us/lqd/guidelns/Guide14=8-94.pdf
http://deq.state.wy.us/lqd/guidelns/Guide15=01-2004.pdf
http://deq.state.wy.us/lqd/guidelns/Guide17=12-96.pdf
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Attachment No. 3. Pre-Application Process: Complex – Simple Path Determination Flow Chart 
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Attachment No. 4. Simple Path Meeting Agenda and Checklist 

[Download Agenda Here] 

Agenda for Pre-Application Meeting 
(Simple Path – LMO’s, IBR, NSR –phone conversation or meeting with Permit Coordinator) 

1) Scope of Project  

2) Type of Mine and applicable guideline – IBR, NSR, LMO 

3) Location – township,  range, section,  and north arrow on 7.5 minute quadrangle or equivalent 

map, showing:  

a. The quarter-quarter for LMO’s or the permit boundary/change for IBR’s or NSR’s 

b. Water bodies – rivers, streams, lakes, ponds 

c. Wetlands (NWI map) 

d. Depth to Ground Water 

e. Sage Grouse Leks and Core Areas 

f. Highways and access roads 

g. Nearest neighbors 

h. Other known features (gas lines, fiber optics etc.) 

4) Discuss/develop Action Plan 

5) Discuss outside agency contacts and requirements 

a. County Planning and Zoning 

b. WGF 

c. USFW 

d. WYDOT 

e. BLM 

f. ACOE 

g. NRCS 

h. Bureau of Reclamation 

i. Forest Service 

j. Other 

6) Concur on Action Plan 

7) Management of the Action Plan 

 

What to bring to Pre-Application Meeting 
(Simple Path – LMO’s, IBR, NSR) 

[Download Checklist Here] 

______ 1.  Agenda 

______ 2.  Supporting materials 

______ A.  Water bodies – rivers, streams, lakes, ponds 

______ B.  Wetlands (NWI map) 

______ C.  Depth to Ground Water 

______ E.  Sage Grouse Leks and Core Areas 

______ F.  Highways and access roads 

______ G.  Nearest neighbors 

______ H.  Other known features (gas lines, fiber optics etc.) 

______ 3.  Location Map 7.5 minute quadrangle or equivalent map 

______ 4.  Checklist for applicable permit 

______ 5.  Applicable forms

http://deq.state.wy.us/lqd/downloads/Pre_Application_Process/Pre_App_Meeting_Agenda_SIMPLE_(7_21_2011).docx
http://deq.state.wy.us/lqd/downloads/Pre_Application_Process/Pre_App_Meeting_Checklist_SIMPLE_(7_21_2011).docx
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Attachment No. 5. Simple Path Action Plan  [Download Form Here]  
 

 

http://deq.state.wy.us/lqd/downloads/Pre_Application_Process/Pre_App_Actn_Pln_Form_Simple_(1_18_2012).pdf
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Attachment No. 5. (Continued)   Simple Path Action Plan  
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Attachment No. 6. Complex Path Meeting Agenda [Download Agenda Here] 

Agenda for Pre-Application Meeting 
(Complex Path – new permits or amendments – large and small mines) 

1) Scope of Project  

2) Type of Mine and applicable guideline - Guideline 6, 6a, Small Mine 

3) Location – township,  range, section, and north arrow on 7.5 minute quadrangle or equivalent 

map, showing:  

a. Permit boundary and  area to be affected. 

b. Water bodies – rivers, streams, lakes, ponds 

b. Wetlands (NWI map) 

c. Alluvial Valley Floors (coal) 

d. Depth to Ground Water 

i. Other exploration information 

ii. SEO information 

e. Sage Grouse Leks and Core Areas 

f. Highways and access roads 

g. Nearest neighbors 

h. Other known features (gas lines, fiber optics etc.) 

4) Discuss/develop Action Plan 

5) Discuss outside agency contacts and requirements 

a. BLM 

b. WYDOT 

c. WGF 

d. USFW 

e. ACOE 

f. NRCS 

g. Bureau of Reclamation 

h. Forest Service 

i. County Planning and Zoning 

j. Other 

6) Concur on Action Plan 

7) Management of the Action Plan 

  

http://deq.state.wy.us/lqd/downloads/Pre_Application_Process/Pre_App_Meeting_Agenda_COMPLEX_(7_21_2011).docx


Guideline 24 – February 12, 2013 14 Land Quality Division 

Attachment No. 6. (Continued) Complex Path Meeting Checklist 
[Download Checklist Here] 

What to bring to Pre-Application Meeting 
(Complex Path – new permits or amendments – large and small mines) 

______ 1.  Agenda 

______ 2.  Draft of Action Plan 

______ 3.  Supporting materials 

______ A.  Water bodies – rivers, streams, lakes, ponds 

______ B.  Wetlands (NWI map) 

______ C.  Alluvial Valley Floors (coal) 

______ D.  Depth to Ground Water 

______ a.  Other exploration information 

______ b.  SEO information 

______ E.  Sage Grouse Leks and Core Areas 

______ F.  Highways and access roads 

______ G.  Nearest neighbors 

______ H.  Other known features (gas lines, fiber optics etc.) 

______ I.  Data collection plans 

______ 4.  Location Map 7.5 minute quadrangle  or equivalent map 

______ 5.  NWI map with Location 

______ 6.  Checklist for applicable permit 

______ 7.  Applicable forms 

  

http://deq.state.wy.us/lqd/downloads/Pre_Application_Process/Pre_App_Meeting_Checklist_COMPLEX_(7_21_2011).docx
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Attachment No. 7. Complex Path Action Plan [Download Form Here] 

 

 

 

http://deq.state.wy.us/lqd/downloads/Pre_Application_Process/Pre_App_Actn_Pln_Form_Complex_(1_18_2012).pdf
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Attachment No. 7. (Continued)   Complex Path Action Plan  
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Attachment No. 7. (Continued)   Complex Path Action Plan  
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Attachment No. 8. Metric Tracking Data Collection Sheet 

 

TFN: Permit Coordinator:

Permit Action: Mine Name:

Applicant:

Initial Contact Date [or 

Date Meeting Date 

Finalized] (Metric Point 

A)

Meeting Date/Initial 

Action Plan Determined 

(Metric Point B)

Dates Action Plan 

Amended (Metric Point C)

Date Application 

Received by LQD (Metric 

Point D)

Total # of Amendments

Instructions/Usage

Ini tia l  Contact Date/Date 

Meeting Date Fina l i zed:

Meeting Date/Ini tia l  

Action Plan Determined:

Dates  Action Plan 

Amended:

Date Appl ication 

Received by LQD:

This  i s  the date for each time the Action Plan i s  amended.

Pre-Application Metric Tracking Data Collection Sheet (DCS)

If Pre-App contact i s  just a  phone ca l l , then this  i s  the date of the ca l l .  If 

meeting i s  required, this  i s  the date that the meeting date was  fina l i zed.

This  i s  the date of the Pre-App Meeting, or the date of the fi rs t Pre-App 

Meeting i f there are multiple meetings .  The ini tia l  Action Plan should be 

determined by the end of the fi rs t meeting.

added to the  Pre-App Process Metrics Reporting Spreadsheet/LQD Database  at the time of submitta l  by RM.

This  date i s  the date/time s tamp on the Submitted Appl ication - the end of 

the Pre-App Process .

The DCS wi l l  be a  paper form that res ides  in the TFN fi le on top of correspondence (or near the top).

Permit Coordinators  should update this  form by hand as  the Pre-App process  proceeds .  At the time of submitta l ,

when the PC or Dis trict Supervisor requests  a  change in appl ication s tatus  from "Prel iminary" to "Pending" in the

database, the form should be submitted to Records  Management (RM) by mai l  or as  a  scan by emai l .  When RM

gets  a  s tatus  change request, they wi l l  veri fy that the form is  included and complete.  The information wi l l  be 


